
PREBOOK PROCEDURES 

ALL PREBOOKS MUST BE RECEIVED INTO JOS. II. STOMEL & SONS 
WITH NO LESS THAN SEVEN (7) DAYS LEAD TIME. 


Every prebook must include the following: 

^ Customer's Name 
J Stomel's Customer Number 
<J Stomel's Item Code (s) 

^ Week Beginning Delivery Date With 7 Day Lead Time 
V Owner/Manager's Signature 


Three Typ es of Prebooks / Distribution 

1. Cigarette Prebook For Regular Stock that involves no special packs or displays 

- Decentralized * handled at Division Level 

2. Cigarette Prebook that are prebooked by cigarette manufactures 

- Centralized - handled at Corporate office in West Berlin, NJ 

3. Cigarette Prebook that are prebooked by Stomel's Sales Department 

- Centralized - handled at Corporate office in West Berlin, NJ 


If you have any questions, please do not hesitate to call Darryl R, Kight, at (609)768-9770 
ext., 286. However, direct all your manufactures' sales force to contact you, Our Representative, 
or your co-worker for clarification in Stomel's prebook procedures. 

Thank You for Your Support. 


JOSEPH H. STOMEL & SONS 

MID-ATLANTIC DISTRIBUTION CENTER • ONE STOMEL PLAZA • WEST BERLIN, NEW JERSEY 08091-9256 
TELEPHONE (609) 768-9770 • TELEPHONE (800)340-2324 • FAX. (609) 766-0104 
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ATTACHMENT 1 


REGULAR CIGARETTE DISTRIBUTION 


All cigarette manufacturer distributions that involve only regular stock product 
will be handled in the distribution center that the product will be shipped from. 





CIGARETTE MANUFACTURER 

• Forwards Regular Stock Cigarette Distribution forms with Stomel product 
numbers and a seven day lead time to Sales Coordinator for each 
Distribution Center. _ ___ 


SALES COORDINATOR 

• Enters distribution with delivery date of one week from entry date 
to insure enough time for ordering process. _ 


OPERATIONS 

• Run Prebook vendor listing by State summary. 


CATEGORY MANAGER 
• Order additional product needed for distribution. 


1 

WAREHOUSE 

• Product is picked and shipped out to customer with regular order. 
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ATTACHMENT 2 


PREBOOK CIGARETTE DISTRIBUTION BY MANUFACTURERS 


CIGARETTE MANUFACTURERS 

• Prebook form completed by manufacturers reps with Stomel product numbers and 
a seven day lead time. 

• All completed forms forwarded to Corp. Purchasing Assistant. 

_ •Corn. Purchasing Assistant forwards to Category Manager. 

I 


CATEGORY MANGER 

• Has a product number assigned and verifies retailer’s cost. 

• Checks Prebook form for correct information to include dates of Prebook, deal 
entry dates, assembly dates and ship to retailer dates. 

> 

- 

CORPORATE PURCHASING ASSISTANT 

• Request for Scheduling form is c 
timetable/schedule for displays t 

• Director of Operations sends co 
Corporate Purchasing Assistant 

• Prebooks Entered form is ovem 

• Run Prebook Vendor Summary 
Prebooks. 

• Forward Prebook Vendor Sunn 
will base the order on exact Pre 

• Contact Manufacturer with exac 
product. 

• Generate Vendor Receivable foi 

• Follow-up with manufacturer fo 

jvemighted to the Director of Operations for the 
o be built. 

mpleted Request for Scheduling form back to 
and Prebooks are entered, 
ighted to Director of Operations, 
report to determine exact number of 

nary to Category Manager. Category Manager 
book quantities. 

it Prebook quantities to generate ordering of 

assembly payment, 
payment in 30 days. 


▼ 

OPERATIONS 

• Run Prebook by vendor by State report to determine how many tax stamps 
are needed for each state. 

• Orders are entered by Stomel Promotional Cig.# for each State. 
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ATTACHMENT 2 
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ATTACHMENT 2 


I 

CORP, PURCHASING ASST/CATEGORY MANAGER 
• Determination will be made on how to handle leftover product. 

1. Return to sales to sell leftover product at monthly sales mtg. 

2. Return to vendor. 

3. Breakdown and return to inventory. 



Each D.C. will maintain a relationship with local cig. Mfg. Reps for: 

1. Business reviews 

2. Unsaleable returns 

3. Product pickups 
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ATTACHMENT 3 


PREBOOK CIGARETTE DISTRIBUTION 
BY STOMEL SALES DEPARTMENT 


CIGARETTE MANUFACTURERS 

• Prebook form completed by manufacturers reps, with Stomel product numbers 
and seven day lead time. 

• All completed Prebooks forwarded to Corp. Purchasing Assistant. 

• Coro, Purchasing Assistant forwards to Category Manager._ 


CATEGORY MANAGER 

• Has a product number assigned and verifies retailer’s costs. 

• Checks Prebook form for correct information to include dates of Prebook, deal 
entry dates, assembly dates and ship to retailer dates. 

• Develops a cover letter for Prebook form and forwards information to Director 
of Sales and Operations in each D.C. participating in Prebook. 


1 

I 

! 

DIRECTOR OF SALES 

• Forward Prebook forms to sales people to Prebook promotion. 

• Return Prebooks to Sales Coordinator in each D.C. 



SALES COORDINATOR 

• Return all Prebooks to Corp. Purchasing Assistant by overnight mail. 
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ATTACHMENT 3 


1 

CORPORATE PURCHASING ASSISTANT 

• Request for Scheduling form is overnighted to Director of Operations for the 
timetable/schedule for displays to be built. 

• Director of Operations sends completed Request for Scheduling form back to 
Corporate Purchasing Assistant and Prebooks are entered. 

• Prebooks Entered form is overnighted to Director of Operations. 

• Run Prebook Vendor Summary report to determine exact amount of 
prebooks. 

• Forward Prebook Vendor Summary report to Category Manager. Category 
Manager will base the order on exact Prebook quantities. 

• Contact Manufacturer with exact Prebook quantities to generate ordering of 
product. 

• Generate Vendor Receivable for assemble payment. 

• Mail manufacturer Vendor Receivable, and backup (copies of Prebook) for 


for payment. 

• Follow-up with manufacturer for payment in 30 days. 




OPERATIONS 

• Run Prebook by vendor by State report to determine how many tax stamps 
are needed for each state. 

• Orders are entered by Stomel Promotional Cie.# for each State. 


1 

WAREHOUSE 

• Orders are picked and stamped. 

* 


OPERATIONS 

• Update (WIP) work in process to take cigarettes out of inventory 
until displays are completed. 

I 


WAREHOUSE 

• Displays are built. 
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ATTACHMENT 3 




OPERATIONS 

• “Finishing Process”in (WIP) which will transfer displays from (WIP) 
to prestamped. 

• Product is put “in stock” in system. 


WAREHOUSE 

• Displays are shipped out to Customer to coincide w/Prebook ship dates. 


CORPORATE PURCHASING ASSISTANT 
• When check is received for display payment from Mfg., check is forwarded 


to A/P Department. 


OPERATIONS 

• Monthly inventory will be done on leftover Prebooks on the last 

Monday of the month to coincide with monthly Sales Meetings in each D.C. 


CORP. PURCHASING ASST/CATEGORY MANAGER 
• Determination will be made on how to handle leftover product. 

1. Return to sales to sell leftover product at monthly sales mtg. 

2. Return to vendor. 

3. Breakdown and return to inventory. 


Each D.C. will still maintain a relationship with local cig. Mfg. Reps for: 

1. Business reviews 

2. Unsaleable returns 

3. Product pickups 
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JOS. H. 



&SONS 


CIGARETTE DISPLAY ORDER FORM 

Review Stomel Display Order Form 

7 Stomel Code Number For Display Product Contents 

^ Terms 

^ Cost Per Case 

</ Carton (s) Per Display 

<1 UPC - Case and Carton 

</ Handling Allowance - Total Per Division 

V Purchase Order Numbers 


P.O. Requirements For Manufactures 

POs Can Only Be Issued From Stomel's Corporate Office In West Berlin, NJ 

•J Stomel's P.O. Number Must Be Referenced On The Invoice/Packing Slip For 
All Inbound Display Kits and Promotional Cigarettes 
<! High Volume Cigarettes Display Will Be Split Up Into Several Deliveries To 
Correspond With Retail Deliveries 


Thank You For Your Support 


JOSEPH H. STOMEL & SONS 

MID-ATLANTIC DISTRIBUTION CENTER * ONE STOMEL PLAZA • WEST BERLIN, NEW JERSEY 0B091-9256 
TELEPHONE (609)768-9770 • TELEPHONE (800)348-2324 • FAX. (609)768-0104 
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JOS. H. STOMEL & SONS 
PHONE DIRECTORY 


Corporate Head quarters 


PCI 


Jos. H. Stomel & Sons 
One Stomel Plaza 
West Berlin, NJ 08091 
Main #: 1 -800-348-2324 
Local #: 609-768-9770 
Fax #: 1-609-768-0104 
Credit Fax #: 609-753-5768 
Cash Fax #: 609-768-3179 


DC 2 

•T 

NY - New York Division 
55 Corporate Drive 
Hauppauge, NY 11788 
Local #: 1-800-468-2480 
Main#: 1-516-231-1852 
Cust. Serv.#: 1-800-431-1572 
Fax #: 1-516-231-1549 
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NE - New England Division 
33 Suffolk Road 
Mansfield, MA 02048 
Local #: 1-508-261-9200 
Main #: 1-800-962-5336 
Cust. Serv.#: 1-800-431-1572 
Fax #: 1-508-261-9145 


CXG .* & 0 & Vc^rtMt. * 

! C*ro\ 

t Gvc^n it 5k \ 

DC 3 


MA - Mid-Atlantic Division 
One Stomel Plaza 
West Berlin, NJ 08091 
Main #: 1-800-348-2324 
Local #: 609-768-9770 
Fax#: 1-609-768-0104 
Speed Dial #: Feature "O" 
10 - Hauppauge, NY 
15 - Mansfield, MA 
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